
E S T A B L I S H  D I S P O S ' I T I O N  S T A N D A R D ;  D I S P O S E  OF P R E S E N T  A C C U M U L A T I O N ;  IxI R E C O R D  W I L L  C O N T I N U E  T O  A C C U M U L A T E .  NO F U R T H E R  A C C U M U L A T I O N  A N T I C I P A T E D  

I court Services C a s e  b a d  F i l e s  -..36!i13n&+e -- ________I___ '. what i S  t h e  m c t i o n  of t he  o f f i c e  in which t h i s  record series is created? 

The Youth Services L&t, headed by the Assistant Director of Social Services, is 
respansible for the adnhis t ra t ion and supervision of prop- in the State for 
youths. Included are (1) the a h h i s t r a t i o n  of detention centers for juveniles 
(Youth Centers Administration), (2)  the supervision of pretr ia l ,  t r i a l ,  post trial, 
pre-detention and past detention services t o  juven i l e s  in the State (Court Services 
Administration). 

-_. -- 
1. This f i l e  contains t h e  following dpcuments (include form numbers and t i t l e s ,  if any, 

and f i l e  arrangement). 

DocwRnts relating t o  the n h r  of cases a Court Service Worker has assigned t o  him. 
Included is form 9 1  (Report on Children Served by Court Service Staff). 
a m g e d  by month and then alpha3xtically by court circuit. 

Files are 

, 

ATTACH SAMPLES OF THE FILE 
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13. Is thi.s t h e  Record C o y  of t h e  s e r i e s ?  w - 

7 

1 4 .  Is  the re  a dupl icat ion of  t h i i s e r i e s  i n  another o f f ice  o r  agency? 

15. Is  the  information contained i n  t h i s  s e r i e s  ever summarized o r  published? 
Attach copy o f  summary o r  publ icat ion.  

* 16. Does t h e  s e r i e s  contain c l a s s i f i e d  information requir ing s e c u r i t y  handling? 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? 

18. Could the  function be performed i f  t h e  f i l e s  were l o s t  o r  destroyed? 

19. Is t h e  s e r i e s  ( o r  major port ion of  it) regular ly  microfilmed? If yes ,  why? 

20. Does the  record ser ieS  provide da ta  as input t o  an EDP f i l e ?  

21. Does t h e  record s e r i e s  contain documentation produced as EDP pr in tout?  

s 

22. Has t h e  Federal Government issued in s t ruc t ions  govefning t h e  retention/dispo- 
s i t i o n  of these  f i l e s ?  

23. W i l l  t he re  be a need f o r  these  records 10. 15  vears  from now? I f  ves. what? 

:: 2L. R E Q U I R E M E N T S .  The following requires the f i l e s  t o  be kept 1 yea r r :  

a. 1 ]STATE b. [ ISTATWE OF c ,  [ IAUGIT d. 1 ]FEDERAL e . k]ADblINISTFATIVE f .  [ ]HISTORICAL 
LAW LIMITATION -PERIOD L A W  DEC IS ION * VALUE 

(Cite  L a ;  Sta tu te ,  or other reason f o r  the retent ion requirement) 

I I  
I_-. 

--- 
25. AGENCY R E C O M E T D A T I O N S .  This agency recommends t h a t  t he  f i l e  s e r i e s  be cut of f  a t  the end II 

of each -[]CALENDAR YEAR -8IFISCAL YEAR -[]OTHER ,then: 11 
I1 

[XI Hold i n  the  current  f i l e s  a rea  month(s)/ 1 e a r ( s ) :  i i  

1x1 Destroy. It 
[[ 

[ ] Destroy immediately after cut-off. 11 
II 

II [ ] Transfer  t o  [ 3 S t a t e  Records Center [ 3 Local Holdin: Area; hold year(s): 

1 Transfer t o  S ta t e  Archives f o r  permanent re tent ion.  

1 1 Other: (Specify) 
/I 

! !  

(Indicate b r i e f l y  rationale f o r  recomnendations above/or write  add i t iona l  remarks) : 


